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Oﬁi?e Memomn SR ATES GOVERNMENT

TO

h

*, Managemgnt Officer

FROM : Executive Assistant Director, 0CD,

SUBJECT: Revision of the OCD Table of Orgenization. L

Refe A: Memoe from Management Office through Assistant Director, 0CD, to the
Executive, dated 14 September 1949, SubJect° Records Management
Progrem for CIA,

l, In accordance with the CIA Records Menagement Program outlined in
Reference A and subsequently approved by the Executive, representatives 6f
the Management Staff end OCD have re-examined the organization, position,
and grade requirements of the Archives Branch, CIA Library. It is believed
that the duties required can be asccomplished without increase in the
Table of Organization for the Library Division, but certain changes in
organizational structure and in types and level of position will be required.

2. The following organizational changes are recommended:

8. That the Archives Branch, CIA Library; be designated
as the Records Management Branch, CIA Library, 0CD,

b. That the Document Processing Section (formerly the
Information Distribution Section), Top Secret Section, and
the Records and Files Section (fornerlj the Administrative
Records Section) (in keeping with common usage) be recons-
gtituted as a branch and renamed the Central Records Branch,

ce That the Records and Files Section has added responsi=-
bilities as follows:

(1) Maintensnce of stocks of CIA-produced intelligence
end information reports classified below Top Secret, and
making supplemental distribubtion of copies as suthorized.

(2) Operation of records storage areas, including a
Records Center snd Archives for records of limited need or
enduring value which may eventually be offered for transfer
to the National Archives.

3¢ To implement the Records Menagement Progream and provide for the
inactive records storage operations, it is requested that the Table of
Organization for the CIA Library be revised as follows:
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Records Mansgement Branch
(1) Records Manacement Officer CAP-13 :
(1) Asst. (Records Management Analyst) CAF-12 __ ;[;{,,?fggi
(1) Microfilm Analyst car-11-( lo (b‘* gl
(2) Records Management Anelyst CAF-9 or ??4?"i{ I
(1) Records Management Analyst CAF-7 fﬂa*4*“‘] € 1938
(1) secretary CAF-4 {ony ek ::)U"“f_)

-

Central Records Branch
(1) Chief - (Formerly Chief, IDD) CAF-11 ~ ST

Document Processing Section

(1) Head - (Formerly Assistant Chief, IDD)
(Present T/O of IDD consisting of
Processing Section
Distribution Seection
Incoming and Dispatch Section)

Top Secret Section

CAFP-§. -

sl i'c}c,é‘#f

# ¥ o ,ﬁ.

(1) Head CAF—'Q’—! ad (’O n,'b:‘ o P sl -
(1) OClerk CAF-5 = ot ikﬁ* hfj_ [
(2) clerk CAT-4 Loy "“"5“”""7‘; .

;'{2"%‘.1.;; ?*;, Feard ¥ )
Records and Files 3ection
(1) Head CAP-7
(1) Records Center Head CAF-5
(1) oOlerk (cu Egg;records) CAF-4
(2) TRecords (non-current) CAF-4
(1) Supplemental Distribution Glerk CAF-4
(1) Clerk Typist CAP-2

29)(1
Attechment A: Brief description of the duties of the oroposed

Attachment B:
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Records Manegement Branch, CIA Library.

Brief description of the duties of the proposed

Records and Files Section, Central Records Branch,

CIA Library.
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Attachment A: Brief description of the duties of the proposed
Records Manegement S%fﬁf;JEIA Librery.

Offcer o
1. CAF=-13 - CIA Records Adminietrebter or Chief, Records Menagement Division

Job title: Organization and Methods Exeminer (Records
Management Officer)

Is responsible for the development and implementation of t he
Records Mansgement Program in all portions of the Central Intelli-
gence Agency, both headquarters snd field. Defines the scope of
portions of the progrem and secures agreement of various offices
served as to the menner of implementing the program throughout the
divergent activities of each office. Develops and secures sgree-~
ments on policies and procedures for conduct of phases of the
Records lianagement Program. Serves as the CIA Archivist and as the
CIA Lieison with the National Archives, Advises on the development
of procedures for the downgrading of classified documents.

2e CAF-12 = Assistant Chief

Job title: Organizetion and Methods Exeminer (Records
Management Officer)

Serves as full assistant to the Records Administrator, acting
for him in his absence. Is responsible for developing or assisting
in the development of broad programs for the menagement of records
on an agency-wide basis. Devises means for the implementation of
policies and programs for records management. Conducts mejor
records management anslyses. Develops and conducts training
courses for records anelysts and records officers. EHEstablishes
policies.end procedures for the operation of the CIA Archives to
preserve records of enduring value and of the Records Center for
the care and disposal of records having value for a limited period.

3. CAF=1l - Microfilm Analyst

Job title: Organization and Methods Examiner (Records
Management Analyst)

Responsible for determination of the need for microfilming
projects throughout CIA to provide: (a) for security of vital
and permanently valuable documents, (b) for reduction in the costs
and inorease in the speed of processing documents, and {c¢) for
reduction of costs of storage of documents., Develops systems and
procedures for microfilming projects including asrrangement and
indexing of documents and provides technical advice on the ¢ are
of photographic records to insure that sll such records are properly
preserved to serve the requirements of futurer esearchs
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4, CAF=~9 =~ Records Analyst

Job title: Organization and Methods Examiner (Records
Management Analyst)

Responsible for planning and developing procedures for specific
aspects of the records management program. Concerns himself with
current records management matters including the development of
filing systems, standards for and proper use of filing equipment
end supplies and procedures for the operation of offices of record,
and suggests modifications of procedures which would promote
efficiency in the preparstion of records. Mekes current records
management surveys. Develops and conducts training courses for
records officers end clerks. Directs and eassists in the installa-
tion of revised records systems and procedures,

5. CAF-9 = Records Analyst

Job title: Orgenization and Methods Examiner (Records
Menagement Analyst)

Responsible for plemning and developing procedures for specific
aspects of the records management program. Concerns himself with
non-current records problems. Develops procedures for the inven-
torying of records and devises negessary control records for the
systematic handling of semiactive and inactive records in the CIA
Archives and Records Center. Conducts records mensgement anelyses
to determine the value of file series, to eliminate unnecessary
duplication of files, to suggest modifications of procedures which
would promote efficiency in the preparation of records, and to
develop records retention and disposal schedule s and disposal lists
for the reduction of volume of records stored. Conducts researches
in the CIA Archives and Records Center and directs searches in the
National Archives or other records organizations. Gives technigal
or professional archival guidance to clerks in the arra.ngement’&of
documents and other duties in the CIA Archives and Records Center.

6. CAF~T7 = Records Anelyst

Job title: Organization and lethods Hxeminer (Records
lManagement Analyst)

Assists analysts of higher grade in conducting records manage-
ment surveys of all types. Works independently ins impler assign-
ments and on phases of larger assigmments. Is responsible for
devising specific procedures to be followed. Assists in the or=
genization of files end in the conduct of r esearches as necessary.
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‘7¢ CAF=4 -~ Secretary

Serves as secretary to Division Chief and Assistent Chief.
Performs general clerical duties for +the Division, i ncluding
keeping of personnel and property records and meintenance of
necessary files of forms, records surveys, report and working
papers,
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Attechment B: Brief description of the duties of the proposed GCespbwm]

: . RecordsISectioni Information Distribution Branch, OCD
1. CAF-7 - Head w

Job title: Records -SRLiger QSSB*B*#‘

Is responsible for the central control of all interagency
administrative records and for intra-agency records concerning
major matters of policy and procedure. Develops procedures for
the recsipt, recording, filing, use, and dispatch of current
adninistrative records. Serves as the office of record for the
director of Central Intelligence, for the executive offices of
the Director, and for r ecords covering policy and ma jor matters
of procedure for Assistant Directors of Offices and Staff Chiefs,

Directs the operations of a CIA Records Center and Archives.
Receives and mekes supplementel distributions of all CIA~produced
intelligence reports classified below Top Secret. Receives and
makes supplemental distributiouns of all CIA administrative
issuances,

2. OCAF-5 - Records Center, Head

Job title: Records Geeizer Clorke

Uperates the CIA Records Center containing all semiactive and

inactive records of walue for a limited period, and the CIA
Archives for inactive records of permenent value, Is responsible
for the preparation of necessary control records for the systematic
arrangement and storage of valuable records and of copies of docu-
ments for subsequent distribution. Directs and assists in the work
of segregating and destroying records as directed by the Records

: ifanagement Staff,

: r

3s CAF-4 - Records %ﬁi&r I:l

Job title: Records—effiess Clerk.

25X9

Perform the routines within the Records Center and Archives
of receipt, recording, arranging, labelling, and packaging of non-
current documents and records. Destroy records as directed.
Direct laborers in handling records coning into, leaving, or re-
arranged within storage areas. Assist r ecords personnel in any
office of CIA, on assignment, in arranging records to facilitate
use and eventual retirement.
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4, CAF-4 - Clerk (Current Reoords)[:::]
Job title: Clerk

Perform routines of receipt, recording, dispatch, and filing
of administrative r ecords of current value., Illake searches in files
for documents requested., Segregate non-current records for storage.
aintain files of indexes. Assist in preparing control records.

5., CAF-4 - Supplemental Distribution Clerk
Job title: Clerk

Responsible for all steps in the control of copies of intel-
ligence or information reports, including receipt, maintenance of
complete inventory records, arranging for filing, filing of infor-
mation reports and the "limited stock™ collection of finished
intellipgence reports, searching for copies as requested, meking
authorized distributions, and directing the disposal of stocks
no longer required,

6¢ CAF=3 ~ Clerk-~Typist
Job title: Clerk-Typist

Performs general typing and clericel duties. . Types index
cards, records disposal forms, and inventory records.
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